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IMMEDIATELY state + weeklies
COMMUNICATIONS WORKSHOPS SLATED 
FOR SUPERVISORS AND SECRETARIES
MISSOULA—
Mary Ellen Campbell, a member of the management faculty of the School of 
Business Administration at the University of Montana, will coordinate a communications 
workshop for managers Sept. 9 and 10 and one for secretaries Sept. 16 and 17. The 
deadline for registration is Aug. 25.
The workshops will run from 9 a.m. to 4 p.m. in the University Center Montana 
Rooms 360-ABC on campus.
Campbell, who teaches business writing and advertising copy writing at the 
UM, has worked in advertising and publicity at J. Walter Thompson and Este Lauder 
Inc. in New York City. She serves as a management communications consultant for 
numerous businesses and governmental agencies in the Northwest.
In the management workshop supervisors will hear about oral and written 
communication techniques that will help them enlist the cooperation of colleagues, 
staff and clients; develop communication skills that will enable them to motivate 
others, change attitudes, solve problems and make decisions; and learn how to manage 
time productively.
In their workshop the secretaries will explore communication styles that can 
help or hinder successful career development and will learn how to enhance professional 
growth by learning to display initiative and accept responsibilities.
They will learn to deal effectively with the public, manage time, and polish 
correspondence.
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Both supervisors and secretaries will learn how to use communication tactics 
to achieve organizational and personal objectives. For maximum benefit, supervisor­
secretary team enrollments are encouraged.
Enrollment is limited and will be accepted on a first-come, first-served basis. 
Registration forms must be received at the UM Center for Continuing Education by 
Aug. 25. Telephone reservations may be made, but reservations will not be confirmed 
until the fee of $95 per participant is paid.
Forms and information about the workshops are available from the Center for 
Continuing Education, 125 Main Hall, University of Montana, Missoula, MT 59812, 
telephone (406)243-2900.
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